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4 January 1963

CIA Records Administration Officer/DE

Records Survoy of Engloeering Divisio] |

1. In mceordance with your request,%lof ny Staff
inventoried the records of the Engineering sion and in con-

Jurction with personnel of that Division prepared the ettached
Records Control Schedule. .

2. The approval of this gchedule completes the inventory
and evaluation activity for all records Schedules
for all[ |components were develo approved in
April 1960.

3« Implewentation of this schednle will permlt the orderly
retirexwent or destruction of records in accordance with eatablished
retention periods. .

_ L. In sddition to tae dsveloprent of a schedule, | |
Presented the following reconmendations; the implementation of which
shoudd result in @ reduction of yecords and rprovide good Records
Mangement Practices:

&. Review records that have Previously been retired to
the Record Center and destroy in accordance with current
Records Control Schedule.

L. Review existing forms used by Bogineering Division te
effect improved format and possible elinination of some
through consolidation,

¢. Eliminate the maintaining of individusl files by the
Chief and Deputy Chief of the Division. A

d. Prbvide all coples of remoranda and aorresponﬁeme
to be flled to the Secretary for $iling in the Division Subject
m&. :

€. 3Screen for pussible destruction the contents of file
titled Work for Draftssen”.
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£« Arrange for the Secretery to view the file
arrangesnt and walntepence jprovided contract files, | N
at Hesdquarters, logistics/ Real Estate and Construction
Division.

5. 1 wish to express my appreciation to members of the
Togineexing Division for thelr splendid cooperation glven
1 ' :lming this survey. , .

6. Viense feel free to cell on n& 42 we can be o any
Surther asoistance.

25

~Attachment:
Hecord (ontrol Schedule
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